U.S. Department of Housing and Urban Development

Public Housing Neighborhood Networks

CONNECTING TO SUCCESS

Web Site Cregtion Tool:
Step-by-Step Instructions

w7

“Neighborhoo

Networks




TABLE OF CONTENTS

I. ACCESS TO THE WEB SITE CREATION TOOL......ccccirtmiiimnirinnininiiineineniineeinieeinenene 2
Il. WEB SITE CREATION TOOL ENTRY ..ccuciimiiimeiiriniiriniiiieinieiinieinineineneeneeisneesenenenes 4
11l. WEB SITE CREATION INSTRUCTIONS ......oieuiiiiiiiiiiiitiiinieiiiieinineineneenenesneassnenenes 6
IV. CREATING HYPERLINKS ....cccuiiiimniiiiiiiniiniiiiinninininninnninsssssssnsssssinnesssssssesnnes 27
V. FREQUENTLY ASKED QUESTIONS.......cccttuuiiiriiinniiniiiniiniinnninninsssnnessasssssenssenen 31
VI. WEB DESIGN FACTS AND TIPS FOR THE VIRTUAL WORLD AHEAD...........ccceeuuevnnene 34

Page i



The Neighborhood Networks Web Site Creation Tool

Neighborhood Networks has designed an online Web site creation tool that provides
options for center directors and staff to outreach to both residents and the surrounding
community. A center Web site is an important tool for connecting residents to local
resources, such as employment agencies, hospitals, colleges and universities, and banks.
A center’s Web site can also serve as a gateway to the larger community. Not only can it
increase community awareness about the services provided at Neighborhood Networks
centers, it can also showcase a center’s programs, residents and accomplishments for
potential partners and investors.

The following step-by-step instructional guide can help center directors, staff, and
residents create a Neighborhood Networks center Web site using the online tool. This
guide explains Web site creation based on the tool’s eight steps. Accompanying this
guide is another guide, The Asset Mapping Guide, which provides instructions for
locating useful resources located within your own community. You can add links to your
web site for such resources as the Career One-Stop workforce development center,
colleges/universities, and youth programs to your center’s Web site, making it easier for
residents to locate needed assistance.

This guide is created for all Neighborhood Networks centers. While there may be
references to Multifamily (MF) Neighborhood Networks centers or Public Housing (PH)
Neighborhood Networks centers, the instructions for Web site creation apply to both
groups.
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I. Access to the Web Site Creation Tool

a. Log into Neighborhood Networks at Work

To gain access to the Neighborhood Networks Web Site Creation Tool, go to the
Neighborhood Networks at Work login page using the following Uniform
Resource Locator (URL) shortcut: http://Inshhg05w.hud.gov/NN/start.nsf/default.
Once at the login page, select the Center Users link as shown below in Figure 1.

Figure 1: Log-in to the at Work Portal

ht InshhqO5w. hud.goviNN/start. nsffdefault - Microsoft Internet Explorer
File Edit ‘iew Favorites Tools  Help

GBack - O - Iﬂ |§| _;_\J /..-\: Search ‘g‘?‘\'f:’Favor\tes {‘? - ,’ ] - ﬁ

Address £§]http:HInshhqDSw‘hud.gov,l’NN,l’start.nsf,l’deFauIt v .Go Links

Homes & Housi
COI‘I"I mun 'tle ousing Text only | Translate | Search /index
us i H Neighborhood Networks

Multifamily Neighborhood Networks Databases Reports FAQ

Neighborhood Networks at Work
OMB Mo, 2502-0533

> Expiration Dater 11/30/2009
NN at Work

= Center Users
= HUD NN Coordinators
= HUD Headquarter Staff

The Meighborhood Metworks at Work web site is the portal for the
online tools of the Neighborhood Networks initiative. In order to enter
the Neighborhood Networks at Work web site, please select the group
vou belong to below, and then proceed to the tool you wish to use.

HUD news Center Users
» HUD MEMMESood Networks Coordinators
Homes } HUD Headquarters Staff

Communities

. . Public raporting burden for this collaction of information is astimated to averags 4.5
Work""g with HUD minutes per response, including the time for reviewing instructions, searching existing
data sources, gathering and maintaining the data needed, and completing and
reviewing the collection of information. An agency may not conduct or spansar, and a
Resources person is not required to respond to, a collection of infarmation unless it displays a
currently valid OMB control number, Send comments regarding this burden estirmate
ar any other aspect of this collection of inforrmation, incuding suggestions for
Tools reducing this burden, ta:

Webcasts HUD Reports Management Officer

Mailing lists Departrent of Housing and Urban Developrnent

y 451 Fth Street, 5w,

st e L'Enfznt Plaza Building, Room 2003

Help washington, DG 20410

Do not return the cormpleted form to this address.

FIRSTGC

Your Fiext Click ta the L5, Govar

@1 hittp:f finshhq0Sw. hud. gov/NM/skart.nsfy & Internet
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b. Center Login

I. Atthe Center Login screen, select the state from the drop down list.

ii. Allow the list to refresh and locate your center name. Center names are
separated in two lists. One is labeled Multifamily Neighborhood Networks
Centers and the other Public Housing Neighborhood Networks Centers.
Headings appear in the drop down list for each. Make sure you are using the
correct list when locating your center.

iii. Enter the username created when the login account was established.

iv. Enter the password selected when the login account was created. See Figure
2.

v. If you are unsure of your username and password, contact the Neighborhood
Networks Information Center at (888) 312-2743 ext 2 and a coordinator will
provide the access codes.

vi. For those who have not created a login account and password use this login
and password creation link and follow the instructions provided. Assistance is
also available through the Information Center’s toll-free number listed above.

Figure 2: Center Log-in

2} Center login - Microsoft Internet Explorer == x|
J File Edit Wiew Favorites  Tools  Help | :,'
J GEack - O - |_L| |§‘ ;‘J /.7\: Search “‘_T:'\'E’ Favarites ‘:{ ‘ T - - ﬁ
JAddress Iﬁg‘] hittp: ffinshhgOSw. hud. gov/MM/start nsf fcentersel?OpenFormir equest=edigState=MD j Go |J Links
-
Housmg Textonly | Translate | Search findex
Neighborhood Networks
Multifamily Neighborhood Networks Databases Reports FAQ
Neighborhood Networks at Work
Center Login
CME Mo, 2502-0553
Expiration Date: 11/30/2009
» NN at Work
" Center “s_e"s i If you have a login ID and password for WM at \Work, or if vou have a previously assigned START
- BB (1Y) B ueiins login and password, please login here,
= HUD Headquarter Staff
State |Maryland 'l
Genter Name | Silver Spring Test Center =
D W Enter User Name test center 1=
Enter Password Tester Field Office
Homes The Fard Education and Training Center
Timathy House & Gardens
Communities “illage at Lakeview Neighborhood Metwork Center
Yillages at Marley Station
Working with HUD William O Lee Jr. Computer Learning Center
If your center has a center pr WWoodside Gardens Meighborhood Metworks Center
Resources request a login account herE Meigh rodNe!works Centers
TS If your center does not have g -
Webcasts
Mailing lists Forgot your password? If so, please enter your contact e-mail. The login information will be e-
Contactus mailed to you.
Help I
=X o W
FIRSTGOV [y
Yo Fiesh ik 1a Ebe 15, Government
To contact us, please send e-mail to neighborhoodnetworks@hud.gov ;I
|§| Silver Spring Test Center -PH ’_ ’_ l_l_ ’_ & Internet

& Startl |£| Inbax - Microsaft Sutl, . | Iﬂ_] Web%20site%b20Crea, . | Iﬂ_] ‘Web Sike Creation Tool,, | Iﬂ_] ‘Website Creation Toal .., ”@ Center login - Micro... f @| @

D@ smm
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I1. Web Site Creation Tool Entry

a. Enter the Web Site Creation Tool

i. Once access is granted, select the Neighborhood Networks Center Web Site

link. See Figure 3.

ii. Atthe Center Web Site Management screen, select the click to create a new
center Web site profile link. On subsequent visits and after the center’s Web
site is created, the click to update the center Web site will appear for you to
select. See Figure 4.

When the message prompts are you sure you want to create a public center

Web site profile, select OK.

File Edit ‘iew Favorites

A = o .
QBack - O - |£| lgl T - Search 7 Favorites 6:4 ="

Address @']http:,f,flnshhqDSw.hud.gov,l’NN,l’start.nsF,l’FraCenterPortaI?OpenFDrm&PageUniqueID=526QDBCCZE5F4D8A8525?384004ASSAF&sesswonid=LNSH-?8GH\n'HBS.8241393156XX>< v & Go
NN at Work Center Tools

Homes &
Communitie
(8]} ‘epartmen g
and Urba

Event Tool

Event Data Entey
Ewent List

Activity Tool
Activity Data Entry
Activity List

Other Tools
Center Profile Update
Center Classification
Survay

Center Web Site
START Business Plan
Center User Management

Center Tool Home
Logout

Current User Information
User Name 3
User Role

&

Tools

Help

¢Z

“Neighborhood
Networks

-’

PH Test Center 1-FH

Welcome to the Neighborhood Networks at Work Center Tool Site

PH Test Center 1 -PH

By using the Meighborhood Metworks at Work Center Tool Site, you can update
information related to your center and access tools specifically designed for your
management purposes.

The following Tools are available to you (descriptions of each tool are listed below):

¥ NN Center Calendar of Events Tool
Event Date Entry
Event List

b NM Center Activity Update Tool
Activity Date Enbry
Activity List

¥ NN Center Profile

¥ NN Classification

L h

NN Center Web Site
ART Busigg Flan

} Center User Management

MM Center CGalendar of Events Tool -- Centers can use this tool to advertise any
events that are occurring at their center. Events entered here will populate the Calendar
of Events on the Neighborhood Metworks Web page.

NN Center Activities Update Tool -- This tool allows centers to notify their HUD NN
Coordinator of activities and ongoing events at their center. It functions as a
weekly/monthly "report" to keep Coordinators informed.

MM Center Profile -- Centers may access their profile here and update contact
infarmation.

MM Classification -- This tool allows centers to submit an application for advancement to

Links **

O Internet
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Figure 4: Create a Center Web Site Profile

2 http://inshhq05w. hud.gov/NN/istart.nsfifraCenterPortal?0penForm@PageliniquelD=52690BCC2E5FADBABS2 - Microsoft Internet Explorer

File Edit Wiew Favorites

Q- © B

Help ’f’

®) < Z
/ Search /Favorltes {3

Address @:Ihtt 1 inshhgiSw, hud.gov M start . nsf{fraCenterPortal?OpenFormaP ageUnique D=5 269080 C2ESF4DEASS 257 384004 AE5AF S assionid=LNSH- 7EGHYHES, 5241 39315610 v | 2] Go Links **

Homes &
Communities

Event Tool

Event Data Entry
Ewent List

activity Tool
Activity Data Entry
Activity List

Other Tools
Center Profile Update
Center Classification
Survay

Center Web Site
START Business Plan
Center User Management

Center Tool Home
Logout

Current User Information
User NameMark
User Role

@ Done

NN at Work Center Tools riter 1 -PH

Center Web Site Management

fou may create the center publlc web site profile here. On the profile, you may enter your web site content using this tool and then
||st O Lyl ngddress on the Neighborhood Metworks web site or if your center already has an existing center web
and is husted sumewhere else, g can then choose to list that web site address on the Meighborhood Metworks web site,

Click to create a new center web site profile

0 Inkernet
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I11. WeDb Site Creation Instructions

Step 1. Web Site Selection

Centers with Existing Web sites

The Web Site Creation Tool allows centers to link an existing Web site to the
Neighborhood Networks and have that site available on the Neighborhood Networks
Web Site. This is an extra benefit for the centers because it increases the awareness of
the center within the Neighborhood Networks community, with partners, and potential

funders.

1.

If you already have a Web site and would like to use it instead of creating
a new one, you must enter the URL in the box provided in this section as
shown in Figure 5. However, before adding the name of an existing Web
site address, select the View Center Web Site List link also shown below
in Figure 5 to ensure that the name of your Web site is not already in use
by another center. If the name is in use, you will be prompted to choose
another name for your site. Once a Web site name is chosen, save the
name by clicking Save. Once the center’s Web address is saved and
linked to Neighborhood Networks, center staff should use the instructions
in #3 below to make the address available to the public.

If you do not have a Web site then select the “use the center web site
created using this tool” radio button and proceed through the Steps listed
in the following pages, starting with Step 2.

Opening the Site to the Public
Also included in Step 1 is an option to open the center’s site to the public.

3.

You should wait until all content is added, the links work, and the site
meets your approval before selecting the Open to Public option. Once
the site is created, you can return to this page to click the Open to Public
option. Now your site is linked to Neighborhood Networks and viewable
by all who inquire about Neighborhood Networks centers. This means
interested parties will be able to find your Web page using search engines
such as Google and Yahoo.
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Figure 5: Select a Web Site Address

; http:/ /Inshhq05w.hud.go¥ /NN /start.nsf/ fraCenterPortal?OpenForm&PageUniqueID=6C5EBDZDT4994C4B852 - Microsc - |ﬁ‘ |5|
J File Edit Wiew Favorites Tools  Help | ||','

- y - o S i ry o - ﬁ
J G Back =2 |_L| |EL| U Search . Favorites €I = ﬂ

JAddress I@j http:.l’,l’lnshhqDSw.hud.gov,l’NN,l’start‘nsFJ‘FraCenterPortaI?OpanForm&PageUniqueID=6C5E6DZD74994C488525739800664953&5essionid=LNSH—79KTP643.25932?0771344lsj Go |J Lirks

B ~N at Work Center Tools Silwer Spring Test Carter -FH

ggmﬁfu& ties Silver Spring Test Center -PH
Us ¢ Housing Neighborhood Networks Center Web Site Profile
Center Address:3403 Colesville Road Phone: 301-589-4020
Silver Spring, MO 20910 Fax:
Eamaails sglenn@dbeonsultinggroup.com =
Event Tool — e ——

Event Data Entry STEP 1. Web Site Selection
Event List

Activity Tool - Bose one of the options below to list your center web site address on the Meighborhood Metwark web site:
Activity Data Entry
Activity List
Other Tools " Use an existing web site
Center Profile Update . o . .
center Classification If you would like to use an existing center web site, please enter the web site address below,
Survey
Center Web Site W
START Business Plan
Center User Management

¥ Use the center web site created using this tool

s Select the ublic check bax below to allow your center web site to be viewed by t
[~ open ta public

center Tool Home
Logout
Sawe Yiew Center Web Site List

STEP 2. Web Site Editor Selection
Current User Information Select ane of the web site editing methods below to create your center weh site:
User Nanw

User Role Web Site Editing Method el Easy [Text only)

& HTML
If you select the "Easy" editing method, you will be able to create vour center web pages with limited formatting.

If you select the "HTML" editing method, you will need to have basic HTML coding knowledge, The "HTML" editing method will allow you to
have more control aver the format of vour web pages and more flexibility when creating your user-defined web pages.

STEP 3. Web Site Name

Choaose a name for vour center web site. Make sure no other center is currently using the center web site name you choaose, (The default
name is your center name). If you submit a web site name that is being used by another center, you will be asked to choose another

- |name. j
|£j Applet InafldFarHidingattachImg started l_ l_ l_ l_ l_ # Internet

&+ Startl | O] Inbos - Microsoft OLH... | ] Weh%20site%20Crea. . | 8] Weh Site Creation Tnnl...l 18] wehsite Creation Tadl ... ||@ http://Inshhqoswh... @| |« T 454

Step 2. Web Editor Selection
Two Methods for Creating Your Site

Easy Text Method

This section allows you to choose between the Easy (text only) method to create your site
and the Hypertext Markup Language (HTML) method. When using the Easy method,
content is restricted to text only, one image only (for the homepage), and allows limited
formatting. By selecting the Easy method as shown in Figure 6 below, you can view the
options available to create and customize a Web site using this method.

HTML Method

The HTML method provides you with unlimited creation and customization options. It
either requires basic knowledge of HTML or requires that you create documents in Word
and convert the content into HTML format. Converting to HTML using Word is easy to
do. Simply save the Word content as a Web page. Then, once it’s converted into HTML
code, copy the code and paste it into the Web Site Creation Tool. All instructions
following are based on using the HTML method to create a center Web site.
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Once again, the HTML method provides greater flexibility and more options for the site’s

appearance. Using the HTML method is recommended.

NOTE: Only one method at a time can be used to create a Web site using the tool.

ig 6: Easv Method

<2 http:/inshhg05w. hud.gov/NN/Awebsites. nsf/frmAp...

Users can perform the following when using "Easy” method to
produce web page

« Bold, undetline, and italicize text

s Change to Helvetica, Courier, or Times (fonts supported by the
Java Development Kit (JDK), Release 1.0.2)

e Change font size

Change font color

Align paragraphs (left, center, right)

Indent paragraphs

Use bulleted and numbered lists

Create links

Cut, copy, and paste text within the rich text field

Note: WWeb users cannot paste text from outside the editor
because of the limitations of the JDK, Release 1.0.2.

= Enter international characters

Note: Mot all international characters can be displayed in the
editor applet. The ability to display international characters
depends on the fonts installed on the user's workstation and the
varsion of the browser the user is working with. Maost characters
entered in the editor will be carrectly transferred to Domino
et e de e

riquelD=52630BCC2ESF4D8AB5257 384 004A55AFRsessionid=LNSH-78GHYHES, 8241 3931 56KK ¥ a Go Links *

PH Test Center 1 -PH
hborhood Networks Center Web Site Profile

PH Test Center 1 -PH

wenue Phone: 888-312-2743
01 Fax:
E-mail: mfiery@neighborhoodnetworks.org

STEP 1. Web Site Selection

st your center web site address on the Meighborhood Metwark web site:

hag this toal

ter web site, please enter the web site address below,

below to allow your center web site to be viewed by the public.

If you selg

If you select the "HTML" editing rrerimoms

w
& Internet Save Yiew Center Web Site List
STEP 2. Web Site Editor Selection
Select one of the web site editing methods beloud e i
Web Site Edit] 0

O Easy {Text only)
@ HTML

£ "Easy" editing method, you will be able to create your center web pages with limited formatting .

narne,

ﬁj Applet InafldForHidingattachlmng started

STEP 3. Web Site Name

hawve more control over the format of your web pages and more flexibility when creating your user-defined web pages.

g method will allaw you to

Choose a name for your center web site. Make sure no other center is currently using the center web site name you choose. {The default
name is vour center name}, If you submit a web site name that is being used by another center, you will be asked to choose another

rour center web site name will be part of the URL to et public users access your web site directly. This URL will be available for public use

& Inkernet

Step 3. Web Site Name

The default name assigned to a Neighborhood Networks center Web site is the center’s
name. The URL for the site will be comprised of this name. The center name used to

comprise the URL is taken directly from the center name located in the Center Profile.

Therefore, the URL will include spaces in the name. Removing all spaces from the

center name is recommended. This allows the general public to locate the center’s Web

site more easily. You can remove the spacing found in the box located to the right of
Web Site Name, then click Save to reflect the change. See Figure 7. If you choose a
name other than the default name, enter a new Web site name in the box located to the
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right of Web Site Name, scroll down to the very bottom of the page, and click Save. If
the new Web site name is already chosen by another center, you will be prompted to
choose another name.

Once the change is saved, the screen will refresh and bring you back to the top of the

page. Then scroll down to the Web Site Name pane and view the chosen Web site name.

Figure 7: Create a Web Site Name

<2 http:Hinshhg05w. hud.gov/NN/start. nsfifraCenterPortal?0penForm@PagelniquelD-52690BCCZE5FADBABS2 - Microsoft Internet Explorer,

File Edit View Favorites Tools  Help 1]

- . — n
. \ ) < ’ 3 - .

O Back. =2 \ﬂ \ELI | Search 7. Favorites 6_-‘{ = ﬂ i 3

Address ﬁj hitp:/finshhgoSe, hud.govMhystart. nsf{fraCenterPortal? OpenFormaP agelniquel =526 90BCC 2ESFADEAGS 257 354004 A5S AFSsessionid=LNSH-78INCT77. 4441138323034 | [gd Go Links **

NM at Work Center Tools (AR Ve B 1 P

~
Homes & s Select the Open to public check box below to allow your center web site ta be wiewed by the public.
e
Communities [l open to public
u IS
Save Yiew Center Web Site List
STEP 2. Web Site Editor Selection
Event Tool . - .
Event Data Entry Select one of the web site editing methods below to create your center web site:
Ever!t |.Jst Web Site Editing Method O Easy (Text anly)
Activity Tool
Activity Data Entry @ nrmL
Activity List If you select the "Easy” editing method, you will be able to create your center web pages with limited formatting.
Other Tools
center Profile Update Bt the "HTML" editing method, you will need to have basic HTML coding knowledge. The iting rethod will allow you to
center Classification ave more control over the format of your web pages and more flexibility when creating your user-defined we §
Survey
Center Web Site .
START Business Plan STEP 3. Web Site Name
Center User Management Chuuse a name for your center web site. Make sure no other center is currently using the center web slte name Tose. (The default
our center name). If vou submit a web site name that is being used by another center, you ed to choose another
tenter Tool Home name.
Lt t . . . . . . . .
b ‘four center web site name will be part of the URL to let public users access your web site directly. This URL will be available for public use
within 24 hours. {i.e., if your web site name is "phtestecenterl”, the center web site address will be:
hitp:, ighborhood ks.org/phtestcenterl )
Web Site Name |phtestcenterl
Current User Information
User Name
Ui it S STEP 4. Web Site Style Design
’ : Choose a custam look for your center web site. To preview the web site style choices, click the thumbnail irmages belaw. You can easily
change the web style later even after you have created the web site. Simply select another web site style and save the web site profile:
s Gt b = 'é[ Conter Hame Here
Bie - - B
- e I Contact/Feedbad
() & (3}
Web Site style OGraphic Style 1
OGraphic Style 2
® Graphic Style 3 M

@I] Applet InafldFarHidingAttachImg started & Internet

Step 4. Web Site Style Design

Step four allows you to select the center’s Web site design. The three templates from
which to choose are shown in Figure 8. The templates are available to those selecting
either the Easy or HTML method of creating their Web site. A different template option
can be selected at any time, even after the site is ready to go live or is opened to the
public.
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Figure 8: Web Site Design Template Options

3 http:HInshhq05w. hud.gov/NN/start. nsfifraCenterPortal?OpenForm@PageUniquelD=52690BCC2ESFADBABSZ - Microsoft Internet Explorer E]@ﬁl

File Edit View Favorites Tools Help ;,

‘ - A ) ‘\_‘n" i s - -
Q Back. ? | Iﬂ |§| | S Search ‘_/_\;:’ Favorites 6‘4 = ﬂ ’i 3

Address @ hitp: finshhg0Ses, hud, gos MK start nsf ffraCenterPartal?OpenFormaPageUniqueID=52690BCC2ESF4DBA85257 354004 A55AF &sessionid=LNSH-78INCT77, 4441138323034 ¥ | |d Go Links **
NN at Work Center Tools (PAs) izt Eemitar i 7L

A
Homes & Web Site Name |phtestcenterl
Commumtles
STEP 4. Web Site Style Design
Choose a customn look for your center web site, To preview the web site style choices, click the thumbnail irmages W, Tou can easily
change the web style later even after you have created the web site. Simply select another web site style and save theMeb site profile:
Event Tool Igsncrmrues Canter Hame Hore
Event Data Entey SN
E TS Bresose . Sepksd
Activity Tool ) : Contart /Feadback
Activity Data Entry - 3 5 T (2) T
Activity List R
Other Tools Web site Style ) Graphic Style 1
Center Profile Update
Center Classification O Graphic Style 2
Survey O Graphic Style 3
center Web Site
START Business Plan
Center User Management STEP 5. Image Attachment
Center Tool Home Use this section of the web swte profile screen to attach |mage(s) that you would like to appear on your center web site, To attach an
Logout immaage, first click "Browse..." to locate the file, then click "Save". The image narme and " Image HTML code" will appear belaw the image
textbox. To delete an |mage select the checkbox in front of the image name and then click "Save".
MNote: For "Easy" editing rnethad, you can only add "Hormepage Image" to the homepage in the next step by making the selection from the
drop-down bax narmed "Hormepage Image (Optional}". Far "HTML" editing methad, you can also add irmages to any other pages by copying
Y N . the "Image HTML code" and then paste into one of the page boxes.
User Nam save
User Role ar
ar Image Name Image HTML code
[ animationbays.ipa <img sre=/NN websites.nsf/Attachments A/1B97CBAFESF1352 385257384004 AB6 1F/$Filefanimationboys.jpa?
" OpenElernents>
[ castlesquare.jpg <img sre=/NN websites.nsf/Attachments A/1B97CBAFESF1352 385257384004 AB6 1F/ $File/castlesquare jpa?
" OpenElernents>
[ kids jpg <img sroc=/NN/websites.nsf/AttachmentsA/1B27CBAFESF135238525 7384004 ARG 1F/$File/kids jpg? OpenElement =
STEP 6. Template Web Pages
"

To add an imaae to vour homeoane, select an imaae file from the droo-down box below, The web site stvles are desianed for .aif or Jina
@i] Applet InafldForHidingattachImg started & Internet

Step 5. Image Attachment

The Web Site Creation Tool enables the upload of images to the Web site using the jpg
graphics file format. Click on the Browse button to locate an image saved on your
computer, then click Open to add the image to your site, and then select the Save link
beside the Browse button. The name of the image will appear along with the HTML
code for the picture. See Figure 9 for “uploading an image” instructions and Figure 10
for “saving” instructions. You may wish to create a specific folder just for pictures you
intend to use for your center’s Web site.

The Easy Method versus the HTML Method

The Easy method allows you to post only one image to the center’s Web site.
Additionally, that image will only appear on the Homepage in a fixed location. By
contrast, the HTML method allows you to copy the code of several images and placing
them in any section of the site or in various locations.
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File Edit View Favaorites Tools Help

QBack > | |£| lELI _;\J /'__\= Search [ Favortes @ - \._,’_ ﬂ 2 ﬁ

Address ﬁjhttp:,l’,l’lnshhqDSW.hud.gov,l’NN,l’start‘nsF,l’FraCentarPortaI?OpenForm&PagaUniqueID=526908CC2E5F4D8A8525?384DD4A55AF&sessionid=LNSH-78GHVH85.8241393156XX> ~ | Ed o Links **

NN at Work Center Tools PH Test Center 1-PH
: S
Homes &
Communitie STEP 5. Image Attachment
J Use this section of the web site profile screen to attach image(s) that yau would like to appear on your center weh site. To attach an
irmage, first click "Browse..." to lacate the file, then click "Save". The image name and "Irmage HTML code" will appear belaw the image
textbox. To delete an image, select the checkbox in front of the image name and then click "Save".
Event Tool Note: For "Easy" editing rethod, you can only add "Homepage Image" to the homepage in the next step by making the selection from the
Event Data Entry drop-down box named "Homepage Image {Optional)". For "HTML" editing method, you can also add images to any other pages by copying
Event List the "Image HTML code” and then paste into one of the page boxes,
Save
Activity Data Entry
Activity List Image Name Image HTML code
Other Tools <img sro=/MN/websites.nsf/Attachrmentsa/1B97 CBAFESF1352385 257384004 AB 5 1F/$File/animationboys jpa?
nter Profile Update O animationboys ipg a ' 5Py
. St OpenElements
nter Classification
urve:
Center Web Sit
ey T STEP 6. Template Web Pages
Center User Management
To add an image to your homepage, select an image file from the drop-down box below. The web site styles are designed for .gif or jpg
S files {.bmp files are not supported by internet broswers), Qur suggestion for attached image size is 120 pixels high and 85 pixels wide
L'e" e'; ool Home far Style 1. For Style 2 and 3, the choice is more flexible as long as the image does not appear distorted,
ogou You can resize your image by using any image editor such as adobe Photoshop or Microsoft Photo Editor. vou will have additional
opportunities to add an image once your web site has been created.
Current User Information Homepage Image {Optional) : s
User Name Homepage page content Homepage Preview
User Role
b (i) (= e = &Q_ﬂﬂvSansSerif-
w

@I] Applet InatxtServices_1 started & Internst

Following are easy to follow steps and tips to assist with image uploading. Following
these instructions are tips that will help you maintain a high image quality.
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Image uploading options
There are two steps for adding images to the Web pages using the HTML method.

Step 5.1: Insert the image into the Word document to serve as a placeholder
because the image will not transfer over with the text. This can be done in Word
by opening up a picture file or finding a clipart and selecting the INSERT option
located on the tool bar. Later, replace the placeholder with the image code found
in the Web site Creation Tool’s image library that was created during the previous
step.

Step 5.2: Save images into the Web site Creation Tool’s image library. Add the
images later, once the Word document is transformed into a Web page.

Neither of the above HTML methods is automatic; for both options you must
follow the steps above to make the image appear in a desired location. Getting an
image into its desired location can be a “trial and error” process if a placeholder is
not created in the Word document. However, Word makes it easy, when a
placeholder is created, you will find an X in the location where the image should
appear. You must perform Steps 5.1 and 5.2 to obtain the desired image location.

An image’s HTML code is created when following Step 5.2, saving an image to
the image library. You can copy that HTML code and replace it with the
placeholder HTML code. You will need to scroll through the coding to locate the
code used for the image. Note: It’s best to remember the text that comes right
before the image, locate that text in the coding and scroll down to find the image’s
placeholder HTML code. Important Note: The placeholder image’s HTML
code and the one created in the image library may be the same, but you have to
replace it anyway. Word does not convert images to HTML properly.

Helpful Tips to Make Uploading Easier

% Copy and paste the HTML code from your uploaded picture into the desired
editing box.

%+ Use a smaller picture on the homepage because the Web Site Creation Tool
templates are pre-set. Larger images could be distorted or run into text already
created through the template. When adding images always take advantage of the
preview option when editing as it will allow you to see how the page will look
once it’s on the Web. This will allow you to resize the image if necessary.

% Consider how each of the three graphic styles will affect the page layout by
previewing each style.

X3
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Tools to Improve Image Quality When Uploading Images

Microsoft Office Picture

1)
2)

3)

4)

Paint
1)

2)
3)

Open the selected picture, right click on the picture; and select Microsoft Office
Picture in the pop-up menu.

The picture opens in the Microsoft Office Picture view; you can edit the size,
shape, and brightness here.

Save the picture as a Joint Photographic Experts Group (.jpg) file. Itis
recommended that centers use .jpg files for photographs and Graphic Interchange
Format (.gif) files for logos, charts, graphs, and other artwork because those
image files are most compatible with the Web Site Creation Tool. The tool will
accept .bit files, but the image may not show as clearly.

Once you have saved your picture, upload it to the Web tool.

Open and copy the desired picture onto a blank paint clipboard, and save the
picture as a .jpg file.

You can use the design tools to adjust the size, brightness and shape.

Once you have made your adjustments, save the picture as a .jpg file, and then
upload to the Web tool.
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Figure 10: Name and Save Images
3 SGIE]

- Iy
Choose file 2|4 "
Lock i |_} images j Lo £ B~ ﬁ
A .ﬂ animationbioys., jpg BAGS257 364004 A55AF &sessionid=LMSH-78GHVHES, 52413931563 ¥ | |gd Go Lirks *
bwg FH Test Certer 1-PH
Iy Recent
Documents
e eb Site Style Design
\ } web site style choices, click the thumbnail images below. You can easily
Desktap b site, Simply select another web site style and save the web site profile:

22 Conter Hame Here

" Services

= News/Events
Iy Documents = Contoct/Feedbock
3)
-

5

tdw Camputer

<

2 Jimage Attachment
by Netwark File: narme: | j Open |

Places

. ——— k) that you would like to appear on your center web site, To attach an
Files af type: |A" Files [%.7) j Cancel ". The image narme and "Image HTML code” will appear below the image

image name and then click "Save".

LENTEr 1001 HOME

legeni Mote: For "Easy" editing method, you can only add "Homepage Image" to the homepage in the next step by making the selection from the

drop-down box named "Homepage Image {Optional}". For "HTML" editing method, you can also add images to any other pages by copying
the "Image HTML code" and then paste into one of the page boxes.

Browse Save

Current User Information
User Name rk

User Role STEP 6. Template Web Pages

To add an image to your hormepage, select an image file from the drop-down box below, The web site styles are designed for .gif or jpg
files {.brnp files are not supported by internet broswers). Qur suggestion for attached image size is 120 pixels high and 85 pixels wide
for Style 1. For Style 2 and 3, the choice is more flexible as long as the image does not appear distorted.

You can resize your image by using any image editor such as Adobe Photoshop or Microsoft Photo Editor. vou will have additional
opportunities to add an image once your web site has been created.

Homepage Image {Optional) : | Mo image attached found »

Homepage page content Homepage Preview

i) (=60 P - -] [sansserr ~ v

ﬁj Aapplet Inatxtabout_1 started # Internet

After saving an image, the browser will refresh, and the URL for the image is displayed
in a list or image library. It is recommended that you provide descriptive names of the
photos so that they are easy to identify. This is helpful when selecting an image to
include in a particular section of your Web site. Remember, when using the HTML
method, copy the HTML code for multiple images and paste them anywhere in the tool
you want an image to appear. While you may upload as many images as you wish, you
should limit the number of images loaded into the Web Site Creation Tool’s library to
avoid confusion as you build your Web site.

Page 14



Step 6. Template Web Pages
Using Microsoft Word

The following instructions are only for those using the HTML method to create their
center’s Web site. When using the Easy Method, type directly into the Web Creation
Tool primary pages. Remember: Formatting is limited when using the Easy method.
Refer back to Step 2 located on pages 7 and 8 for Easy method capabilities.

Using Microsoft Word is an easy way to create documents for each section of the Web
site design. The first step is to open up a new Word document using the file function
located on the menu bar at the top of this screen. See Figure 11. After opening up a new
Word document, you can add the text you want to appear on the Web site. Use the tools
on the menu bar to adjust the text font, color, and size. See Figure 12

Figure 11: Open a Word Document
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Figure 12: Creating a Web Page as a Word Document

3 The Silver Spring Neighborhood Networks Test Center was founded in 2001 - Microsoft Internet Explorer | 24 Handwiiting ﬂ Dirawing Pad | EI ‘ = nglil
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The Silver Spring Neighborhood Networks Test Center was founded in 2001. Under the management of the Baltimore Public Housing
Authority, the center is located in the WeCan! Community Center. The center provides services to three Public Housing properties and to
residents of the surrounding community. The center's programs are for all ages: children, adolescents, adults, and seniors (Visit our Services
page). The center is wheslchair accessible and has equipment needed for the hearing-impaired.

Our Mission is to make a difference in the lives of the residents who live within the center's communities by providing access to technology
and education.

Our Goalis to design programs that will attract families to our center and have them take advantage of programs that improwve their
employability and education.

Our Staff is committed to providing the best services that will aid in improving the lives of the center's users.

Felated Links: -
®  hitp v baltimorehousing.orgfindexdps public.asp

® oy neighborhoodnetworks.org

=
|€| Done l_ ’_l_ @ My Cornputer 4
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Once you have finished creating the page in Microsoft Word, you can save the page as an
.html file by clicking File in the menu bar at the top, and selecting Save As from the pop-
up menu. Select Web Page in the Save As type box, and hit Save. See Figures 13 and
14. This converts your Word document into an HTML file, which you need to create a
Web page.

Note: Save your file to an accessible location especially when creating multiple HTML
documents, as it may be useful to save files in one easy-to-locate folder. You may also
wish to name your files based on the section of the Web site for which the file will be
used.

Figure 13: Save the Word Document as a Web Page
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Figure 14: Save the File Name and Type as a Web Page
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Next, while still in Word, open the Web page created and right click the mouse to select
View Source from the pop-up menu that appears. This option allows you to see the
HTML code behind the Web page. This coding makes your text and images visible on a

Web page. See Figure 15.

Figure 15: View the HTML Coding
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Highlight the text using the mouse, and copy the code by right clicking on the document
as shown in Figure 16 below. Paste it into the Web site Creation Tool section where the
page is to be displayed. See Figure 17.

Figure 16: Copy and Save the Word Web Page into the Web Site Creation Tool
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Figure 17: HTML Code Copied and Pasted from the Word Document
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As shown in Figure 18 below, once the HTML code is copied to the desired section or
page of your Web site, scroll to the bottom of the page, and choose the Preview Web
Site option before saving.

Figure 18: Preview and Save the Web Page
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Note: To summarize, to create each Web page for your Neighborhood Networks center
Web site using the HTML method:

e Create the page in Word;

e Save the document as a Web page in a separate folder with a name associated
for each page or section of your Web site. To make it easier to find, save the
folder onto your desktop.

e Locate and open the Web documents.

o Select the View Source option to obtain the HTML code; and

o Copy and paste the code into the desired page box in the Web Site Creation
Tool.
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Listed below are the Neighborhood Networks Web Site Creation Tool’s primary Web
pages and their functions.

Primary Web Site Pages

The Neighborhood Networks Web Site Creation Tool is comprised of six primary
pages.

(@]

The Homepage — is the first page seen when opening a Web site. The
Homepage provides general information. A Neighborhood Networks center’s
homepage can showcase the center name, address, a picture of the center, and
even the mission statement.

About Page — details information about an organization. On the About Page,
insert the center’s vision/goal, focus area(s), history, days and hours of
operation, service area, staff, volunteers, and partners.

Services Page — highlights the services provided by an organization.
Neighborhood Networks center pages should highlight all programs and
services offered. Users can input the names of each program or service and
add a short description of each, along with the responsible staff and/or partner.

News/Events Page — offers information pertaining to special events and news
a center may want to highlight. On the News/Events page, the monthly or
annual calendar of events may be posted, highlighting special events such as
Neighborhood Networks Week, training classes, advisory board meetings,
guest speaker presentations, educational trips, and community happenings. In
addition, center staff can highlight a “Resident of the Month”, graduation
ceremonies, and award recipients.

Contact Page — contains name and contact information of staff responsible
for services provided by an organization. On a Neighborhood Networks center
Contact Page, center staff can add contact information for the center director,
assistants, instructors, volunteers, and even partners.

Useful Links Page — is designed for the center user/resident. The Useful
Links Page contains Web addresses that link to external Web sites, such as the
Department of Labor’s Careeronestop, local colleges and universities, and
government and local agencies that provide services to the residents. By
using the Useful Links page, residents and center staff can be connected to
national, local and area-specific information on financial services, education,
jobs, health care, and family services. Tips and information for identifying
useful resources within your community are included in the attached “Asset
Mapping Guide”.
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o In addition, the HTML option of the Web Site Creation Tool allows users to
create User Defined Pages. These pages are created in the same way as the
primary pages but are created as hyperlinks, better known as links. For
example, a center’s calendar of events can be created as a User Defined page
and added to the News/Events page as a link. This allows the user to highlight
other relevant information and showcase the calendar of events as well
without having to create a busy, unattractive page. Included below on Page
24 are instructions for creating hyperlinks.

Step 7. User Defined Page Links

When using the HTML method to create your center’s Web site, you can create
additional pages and add them as links to the primary pages (Homepage, About,
Services, News/Events, or Contact). These pages are called User Defined Pages, see
Figure 19 below. You can:

o Create the page using a Word document;

Save the document as a Web page;

Locate and open the file;

Select the View Source option to obtain the HTML code;

Copy and paste the code into the User Defined Web Pages box;

Use the Link Text box to name the page;

Choose the Create New User Defined Page link that is located on the upper right
hand side of the box; and

e Save the content.

Once the content is saved, the HTML code for the site appears below the box for User
Defined Web Page (s) box. You can copy and paste the code into the page desired. Once
the page is opened, the link appears. By clicking on the link, the information appears.

Tip: User-defined pages are created just like images. Copy the HTML code that links to
your new page into the desired Web page.
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Figure 19: Create User Defined Page
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IV. Creating Hyperlinks

You can create hyperlinks with the Neighborhood Networks Web Site Creation Tool.
Hyperlinks are shortened reference pointers that allow access to other Web sites or
documents. Hyperlinks are used in the place of long Web addresses. They are great for
referencing resourceful information found on a different Web site.

For example: instead of having a resident input the
http://www.hud.gov/offices/hsg/mfh/nnw/nnwindex.cfm link to retrieve the
Neighborhood Networks Home page, you can shorten the link to read Neighborhood
Networks Home Page and add the link to the Useful Links Page. See the steps below.

e When creating the Neighborhood Networks center Web site, you can add hyperlinks
in any of the primary pages along with text and images. In addition, all hyperlinks
can be added as one page, known as the Useful links page. This is a great page for
center users to refer to when seeking information about services provided by other
community resources. Refer back to page 21 for the function of the Useful links

page.

You can create hyperlinks in a Word document and transfer the HTML code to the Web
Site Creation Tool. See the instructions and examples below.

To create a hyperlink to reference other Web sites or documents, you should follow the

following steps:

1. Using Word, type in the text to use for the Hyperlink. See Figure 20 on the next
page;

2. Highlight the text by holding down the left mouse button and dragging it across the

text. See Figure 21 below;

Select the Hyperlink option from the pop-up menu. See Figure 21;

Enter the Web site address (URL) into the address field. See Figure 22 below; and

Click OK.

Follow the instructions on pages 13-20 to convert your Word document into a Web

page.

ook w

To test the Hyperlink, you can place the cursor (using the mouse) over the link, and then
left click the mouse and hold down the CTRL button (from the keyboard) simultaneously.
This action should direct you to the designated external Web site.

Page 27


http://www.hud.gov/offices/hsg/mfh/nnw/nnwindex.cfm
http://www.hud.gov/offices/hsg/mfh/nnw/nnwindex.cfm
http://www.hud.gov/offices/hsg/mfh/nnw/nnwindex.cfm
http://www.hud.gov/offices/hsg/mfh/nnw/nnwindex.cfm

File Edt ‘ew Insert Format

Figure 20: Hyperlink Text
) Camecton | & Handwriing 7 Draving Psd | ) | 5 | =181
Tools  Table ‘Window  Help Type a question for help « X
0%~ @ ,ugead! 1z -|B U § . A

NEHRS SRIVE A I-0-BFEREHIT
M 7 g e s —
Workforce/Deve ent

o Maontgomery Workd

Education

e  Homework Help

Family Services
Montgomery County Department of Social Services
Montgomery County Department of Health and Hurman Services

Senior Services
Montgomery County Recreation Department — Senior Centers

AlivaCare - Home Care Providers

Healthcare
» Montgomery County Hospitals

1T

@5@::—-@14 i .

“«on|d

|

Page 1 Sec 1 11 At 2.5" ln 7 ol 19 REC TRK EXT oWR (C3K

§a5tart||J m ‘e @ |J IE_]StepG-Mi‘..l @http:ﬁlnsh...l Iﬂ_]Document... | @_]Craating hl @Inbox-l‘ﬂi‘.. | @Workforce‘..“@useful Lin...

|G b @A DT s0eem

Page 28



Flgure 21: Highlight and Select Hyperlink
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Figure 22: Choose Text to Display instead of the URL
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Once you have created all of the Web pages, take a moment to preview them to ensure
that the information is legible, attractive, and accurate. Make sure all pages are saved.
This is the last step of Web site creation.

Congratulations!

You’ve created your Neighborhood Networks Web Site!
You can now return to Section 1 of the Web Site Creation Tool, check the box marked

Open to the Public, and share your center’s Web site with others on the World Wide
Web.
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V. Frequently Asked Questions

Q: How do I name my Web page?

A: A name is generated for your center by the Web Creation Tool. But you can edit the
designated name. Please remove all spaces from your designated name link. For
example, for the PHA Study Center; the Web site address will appear as
www.neighborhoodnetworks.PHAStudyCenter.org.html once you remove the spaces in
the center’s name. (NOTE: the Web Site Creation Tool will automatically insert
“neighborhoodnetworks” prior to your center’s name).

Q: If I edit the Web page name/URL should it include my Housing Authority name
or the center name?

A: The Housing Authority may already have its own Web site. To avoid confusion you
should probably use only the center’s name. But it probably makes sense to ask
appropriate PHA staff prior to finalizing the name to be used.

Q: How many layout designs does the Web Tool offer?
A: The Web Creation Tool has three designs available. Design #2 is the default.

Q: Once | pick a layout and have entered and uploaded my pictures can I change
the style?

A: Yes, after you have entered your content into the editing boxes and uploaded your
images to your Web site, you can still change the layout design at any time. You simply
click on the design style and save.

Q: Does the Housing Authority’s Executive Director or other staff have to approve
the Web site before it is made public?

A: Yes, all images, graphics and photographs displayed on your page must be approved
by a Housing Authority official before the page is made public. If you use pictures of
individuals, especially children, you must have a written consent form signed by the
parents.

Q: What are my options when creating my Web page? Can | use more then one at a
time?

A: You have two options for creating the Web page, the Easy method or the HTML
method. The HTML allows you to be more creative with your Web page. Only one or
the other can be used to create the center’s Web site.

Q: Can I enter my content in italics?
A: ltalics are discouraged, as they can be difficult to read, but may be used when
necessary for emphasis.

Q: When formatting my content, should I use headings, titles and capitalize titles?
A: Yes, topics and headings should be in “title case”. In title case, the first word and all
principal words are capitalized, e.g., Technical Assistance and Training. Other text
should be in “sentence case”. In sentence case, the first word of a sentence and all proper
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nouns in the sentence are capitalized, e.g., Neighborhood Networks corporate
headquarters is located in downtown Silver Spring, Maryland.

Q: Should I include the logo for my Housing Authority?
A: Itis a good idea to include the logo but appropriate PHA staff should decide.

Q: Can I display pictures of center staff, residents and center users?

A: Yes, but you should have a letter of consent for the residents before displaying their
pictures. If you are using pictures of minors, please obtain a written consent form signed
by the parents.

Q: Should I include pictures of the center’s facilities?

A: Yes, it is a good idea to include pictures of the center’s facilities and resources. A
picture of the center from the outside is a good idea. You can also include pictures of
center activities, community events, residents and center staff using the center and
participating in center-sponsored activities.

Q: What is the best format to save pictures and other images?

A: For best results, drawings, graphs, and charts as a .qgif file; photographs in the .jpgs
format. Any images or graphics that were created in another format (e.g., .tif) should be
converted to either .gif or .jpg files prior to posting on a Web page. Bit files will be
accepted but the image quality will not be as good. In general, when you convert an
image or graphic for use on a Web site, certain aspects such as color or fonts may be
affected.

Q: Will the quality of the image remain the same if | edit it?

A: The quality of a .jpg image degrades every time the image is edited and saved. If you
need to edit an image, you should always go back to the original source file, edit it, and
then save it as a separate .jpg file.

Q: Can you open and edit your images in the Web page tool?

A: No, you should edit your pictures before uploading your image on your Web page.
Please make sure you have edited the picture to the correct size. Once uploaded and
saved you are unable to delete the image from the library. Please remember that images
should be resized as necessary to fit the format of the page.

Q: How can I edit images?

A: You can open and edit your pictures, logos and graphics in Microsoft Office Picture
Manager and/or Paint. Both options allow you to resize, crop, and adjust brightness and
clarity. Once you have edited your image, save it as a .jpg.

Q: Can I resize my images and graphics?

A: Yes, but you should minimize any extra background space in an image by “cropping”
the image. This will help focus attention on the subject of the photo and reduce the
overall size of the image.
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Q: Should I label my pictures?

A: Yes, you should label each image. Every image or graphic must have a text box or
text label. This text label describes the picture or graphic to people using a text-based
browser and people with disabilities using a text reader. The text label must describe the
photo or image for those who cannot see it.

Q: Can | remove an image or graphic after | upload and save it on the Web tool?

A: Currently, the Web tool cannot delete uploaded images and graphics. You can
remove it from the edit content box and it will no longer be displayed on the Web page.

If you upload pictures to Web Site Creation Tool, you will be unable to delete them
permanently. They will be stored in the database. To save space in the database, please
only upload pictures and graphics that have been approved for use by appropriate PHA or
MF staff and are highly desirable.

Q: Can I upload animated graphics to my Web page?

A: No. The Neighborhood Networks Web Creation Tool does not have the capability of
supporting graphics. Animated graphics add weight to a page, and they don’t work with
all Web browsers. They can also present problems for people with disabilities.

Q: Can I upload music or video clips?
A: No. The Neighborhood Networks Web Creation Tool does not have the capability of
supporting music or video files.

Q: Can I upload documents to be downloaded and or to be printed by center users?
A: No. The Web Site Creation Tool does not have the capability to upload documents
to be downloaded and/or to be printed. But you can save the documents in a hyperlink,
add it to one of the primary pages, and users can open the hyperlink and print it.

Q: Can | create hyperlinks for center partnerships and frequently used resources?
A: Yes. You can create links for partnerships and resources on the “Helpful Links Page”.

Q: Can I delete hyperlinks?
A: Yes, you can delete hyperlinks from your Web page.

Q: Where can | display contact information?
A: All your contact center information should be displayed in the contact page.

Q: Can I display monthly announcements and an event calendar on my Web site?

A: Yes. The Web site is a useful tool to inform your residents and center users of
upcoming events. This information can be created in the New/Events page.
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VI. Web Design Facts and Tips for the Virtual World
Ahead

Following are some tips to consider when creating your Neighborhood Networks center
Web site.

First Impressions Count

While visitors are more satisfied with their total Web experiences, they are less willing to
spend time on useless or unattractive sites. People spend an average of about 45 seconds
viewing each interior page and less than 30 seconds on home pages. Visitors form their
first impression about a site within the first nine seconds. The Web is entering a new era
where simplicity and style are in. The best sites attract and retain visitors and keep them
coming back for more.

Psychology of Colors

Web site visitors respond to colors and visual elements on a psychological level. Making
sure center sites are appealing and content rich is vital. Web site colors and images must
be in harmony with the message. Using the right color choice can impact the impression
a site makes on the visitor. Color schemes should enhance the site and its content.
Colors can express a center’s personality and values. Web site designers should use
appropriate color associations. For example, the UPS brown symbolizes reliability,
strength, and maturity. Green is the color of money and signifies good health, life, youth,
and freshness. John Deere and Starbucks use green as their primary color. Try to limit
color schemes to two or three complementary colors; small accents of other colors can be
added for highlighting or attention grabbing. The Neighborhood Networks templates are
designed with Neighborhood Networks signature colors and cannot be changed.
However, there will be other images with color such as charts, calendars, and
photographs that you should consider when choosing the right color schemes to make
your sites attractive to the viewer.

Images That Inspire

Quiality photographs working in harmony with text can be very powerful in Web design.
The key is balance; everything done in moderation. Of course, content is still king on the
Web, so Web designers should not get carried away with flash. Site visitors want
information fast with few distractions. Avoid forcing visitors to wait for huge files to
download. Font preferences have remained consistent. Veranda and Arial fonts remain
the popular choice. Headings and other display text can be more varied. Font sizes
should not be too large or small. Black text with a white background still works best, but
black or dark text with a muted yellow, light gray, or blue background also works fine.
Text should be easy on the eye. Leave lots of white space to enhance readability. Try
reducing word counts to 150 or less per page. Text should be short and concise, allowing
for speedy scanning. The two primary image formats used are Graphic Interchange
Format (.gif) and Joint Photographic Experts Group (.jpg). For best results save
drawings, graphs and charts as a .gif file; photographs in the .jpg format.
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Tips for Writing User-Friendly Content

e Use bold headlines and subheads: Headlines, subheads, and bullets highlight text.
Write meaningful headlines. Bulleted lists are more appealing to the reader’s eye,
draw attention, and make content easier to scan. Underlined text is usually saved for
links. Limit the use of ALL CAPS and italics as it is harder for the eye to
comprehend.

o Keep it short and scrollable: Keep pages to one screen and use the inverted
pyramid style. In other words, place the most important information at the top of the
page. Use short sentences that keep the story flowing.

e Chunk the content: Write Web content in chunks. Break the text into segments or
paragraphs less than 75 words each. This improves comprehension and content
recall. To retain focus, use each chunk to convey only one idea. Active voice works
best and the use of unnecessary sentences and words should be eliminated.

Other Web Design Standards to Consider

e Size: Images should be designed to work within at least the 640x480 monitor
resolution.

e Cropping: To help focus attention on the subject of the photograph, reduce the
overall size of the image and minimize extra background space.

e Borders: Photographs and some graphics, such as maps, should have a one-inch
border. Graphics such as logos, icons, and graphical text should not have a border.

e Updating Web content: Web content should be reviewed at least quarterly to ensure
that the information is current and accurate. Always maintain a copy of deleted files
in the event information is needed in the future.

e Animated Graphics: Animated graphics add significant weight to a page, don’t
work with all Web browsers, and can be distracting to site visitors. The
Neighborhood Networks Web Site Creation Tool does not support animated graphics.

For more information regarding creating a center Web site using the Neighborhood
Networks Web Site Creation Tool, contact the toll-free Neighborhood Networks
Information Center at (888) 312-2743 or visit the Web site at
www.NeighborhoodNetworks.org.
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